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IHon10:xeHHe O JOKHOCTHOMH HHCTPYKIHH PA0OOTHHKOB

1. O0uime moJIoKEeHHs

1.1. Hacrosmee IlomoxxeHHe O MODKHOCTHOM HHCTPYKIIMM pPabOTHHUKOB (nasee
[TomoxxeHne) MYHHUIHMNAILHOTO OFOKETHOTO JIOIIKOJIBHOIO 0Opa30BaTENIbEHOIO
yupexneHusi «Apckuit gerckuii  can  Ne8» ApckOro MyHUIMIIAIBHOIO pakoHa
Pecniyonmuxku Tatapctan (manee - MBJIOVY) pa3paboraHo, B LENsAX peryJIMpOBaHUs
B3aMMOOTHOIIIEHHH MeXAy paOOTHUKOM U paboTOJaTETIEM.

1.2. Hacrosimee ITonoxeHue ompenensieT OCHOBHblE TpeOOBaHMsA K CTPYKType H
COZIEPXKAHHUIO JIOJDKHOCTHOM MHCTpyKIMu pabotnukoB MBJIOY, a Takke K
npoienype  pa3pabOTKM HOJKHOCTHBIX MHCTPYKLHUM, MOPSAKY WX IPUHATHA,
YTBEPIKIEHHUS, BHECEHUS B HUX JOIOIHEHUH H H3MEHEHHH.

2. ITonsiTHE NOJKHOCTHOH HHCTPYKIHH

2.1. JlomxHOcTHas HWHCTpyKums paborHuka MBJIOY (mamee - HOJDKHOCTHAas
MHCTPYKIIUS) — OCHOBAHHbIM HA HOPMax 3aKOHOJATENbCTBA OQHUIMABbHBIH IIPaBOBOH
JOKYMEHT, peraMeHTHpPYIOIMH OpraH3alliOHHO-PAaBOBOE TIOJIOKEHHe PabOTHHUKA
MBJIOVY, ero o6s3aHHOCTH, IIpaBa, OTBETCTBEHHOCTH, 0obecreuynBarOIIUid  YCIOBHUS
wisi ero >bQeKTHBHOM paGoThl IPH OCYLIECTBICHHH MM TPYJIOBOH IEATEILHOCTH
COTJIaCHO 3aHUMAEMOH JOKHOCTH.

2.2. JIOMKHOCTHAs WHCTPYKLHS SBISETCA HOPMATUBHBIM JIOKQJIBHBIM aKTOM
MBJIOY, perymupyrolMM OTHOIIEHHS B paMmkax MBJIOY, coaepxalium
001eo0s3aTelbHbIe NIpaBHia MOBEJEHHA Ui BCEX MM HEKOTOPBIX YYaCTHHKOB
06pa30BaTebHBIX OTHOIICHHWH, PaCCYMTAHHBIM Ha HEOJHOKPATHOE NPUMEHEHHC,
YTBEpXICHHBIM TIpHKa3oM 3aeytomero MBJIOY.

2.3. JIOIDKHOCTHAs MHCTPYKLHs COCTaBJISAETCH Ha KaXAyro IITATHYIO AODKHOCTDH
MBJIOY u o6bsBinsieTcs pabOTHHMKY IOJA POCIHCH IPH 3aKIIOYCHUHM TPYIOBOIO
JOroBOpa, a TaKKe MPH [epeMEelIeHuH Ha APYTYIO JOJDKHOCTH M IIPH BPEMCHHOM
UCIIOJIHEHMH 005S3aHHOCTEH 110 JOJDKHOCTH.



2.4. JloipKHOCTHAs WHCTPYKIUS pa3padaThiBaeTCs WCXONMs W3 3a7ad M (YyHKIIHMH,
BO3JIO’KEHHBIX Ha IITATHYIO JOJKHOCTh B COOTBETCTBUHU CO LITATHBIM PACIUCAHHEM,
[IpaBmiiamu BHyTpeHHEro TpyaoBoro pacnopsjaka MBJIOY, ¢ cobmoaeHuem
Koncturyuuun Poccuiickoit  ®@enepamuu, TpynoBoro kojekca Poccuiickon
denepanuy ¥ UHBIX HOPMATHBHO-TIPABOBBIX aKTOB.

2.5. OcHoBOM i1  pa3pabOTKU  JOJDKHOCTHBIX ~ HMHCTPYKUUM — SIBISIIOTCS
«KBanupukanmoHHble XapaKTEPUCTUKUA JIOJDKHOCTEH pabOTHUKOB OOpa30BaHUMD)
EauHoro  KBaiM(pUKAIMOHHOTO  CHPAaBOYHUKA  JODKHOCTEH  PYKOBOJUTENEH,
CHEHHAINCTOB M  CHy)KallMX, yTBepkKAeHHoro IIpukasom  MwunuHCcTEpCTBa
3/IpaBOOXPAHEHUs U COLMANIbHOTO pa3Butusi Poccuiickoit @enepairuu ot 26 aBrycra
2010 r. Ne761H, yTBepkIeHHbIE MPOGECCHOHATBHBIC CTAaHAAPTHI MO OTACITHHBIM
NOJDKHOCTSIM — (mpu ycinoBun — nepexona  MBJIOY Kk yTBep»KIEHHBIM
poeCCHOHANTBHBIM CTaHAAPTaM IO OTACIBHBIM JOKHOCTSIM).

3. TpeOoBaHus, NpeabsBJIsieMble K CTPYKTYPe U COAEPKAHNIO
AOJIZKHOCTHOM MHCTPYKIIUHA

3.1. JlomKHOCTHAs: MHCTPYKIHUSI COCTOUT U3 CIEAYIOMINX PA3ICIOB:

— OO1ue nonoxeHus

— TpebOoBanus Kk KBanupuKauuu (Mpu pa3padOTKe AOHKHOCTHOM MHCTPYKIUH IO
Envnomy KBaln(UKALIMOHHOMY CIIPABOYHUKY JIOJDKHOCTEH pPYKOBOAUTEIEH,
CHELMATIUCTOB U ciay)amux «KBanupukalnoHHbIE XapaKTEPUCTUKH JTOJKHOCTEH
paboTHUKOB oOpa3zoBanusi») / TpynoBele (QyHkmuu (npu  pa3paboTke
JOJKHOCTHOM MHCTpYKIMU 1o [IpodcTranaapry)

— JlomkHOCTHBIE 00SI3aHHOCTH

— IIpaBa

— OTBETCTBEHHOCTH

— BzaumootHomenus. CBs3M MO JOJKHOCTH

— 3aKIIOYNTENIBHBIE TTOJ0KEHUS.

3.2. B paznene «O061IHe MOI0KEHUSD:

— ycTaHaBIMBaeTcs cdepa NeaTeIbHOCTH JaHHOTO PaOOTHHUKA,

— YCTaHABIMBAETCA  NOPSAIAOK €ro  Ha3HAueHUs U OCBOOOXAEGHHUS  OT
3aHUMaeMOM JOKHOCTH;

— YCTaHaBJIMBAETCS 3aMEUIEHUE IO TIOJKHOCTH BO BPEMSI OTCYTCTBUS;

— ONpeAeNsIoTCs KBATU(PUKALMOHHbBIE TpeOoBaHus (TpeOOBaHUs, PEABIBISIEMbIE K
00pa30BaHUIO U CTaxy pPabOThI), TOJAYUHEHHOCTh PAOOTHHUKA M JOJDKHOCTHBIC
JuIa, KOTOPBIMH OH PYKOBOJIUT;

— MEPEUUCIISIOTCS MpPaBOBbIE AKThl M HOPMATHBHBIE JOKYMEHTBI, KOTOPBIMH
JIOJKEH PYKOBOJICTBOBATHCS pAOOTHUK B CBOEH JIE€ATEIbHOCTH.

B pazgen moryr ObITh BKIIIOYEHBI Jpyrue TpeOOBaHUS U TOJIOKEHUS,
KOHKPETU3UPYIOLIME U YTOUHSIOUIME CTATYC JOHKHOCTHOIO JIMIIA U YCIIOBUS €O
NEeSATEIbHOCTH.

3.3. B pasgene «TpeboBanusa k kBamupukanum»/ «TpynoBeie (yHKIHI»
OTKCHIBAIOTCS TPYAOBbIE (PYHKIIMU, BO3JIararoiue Ha paboTHUKA.

3.4. Pazgen «JlomKHOCTHBIE OOS3aHHOCTHY»  COJEPKUT TNEpPEeYeHb OCHOBHBIX
(GYHKIMI TOJDKHOCTHOTO JIMIIA, @ TAKXKE YKa3bIBAIOTCS O0S3aHHOCTH JTOJKHOCTHOTO

Jina, BO3JIaracMbIC Ha HCTO, YKA3bIBACTCA (bopMa €ro ydJaCTtus B YIIPABJICHYCCKOM
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nporecce (pykoBOAMT, YTBEPKIAET, o0ecreunBaer, MOATOTABINBAET,
paccMaTpHUBaEeT, MCIOJHAET, KOHTPOJUPYET, COIJIaCOBBIBAET, MPEICTABIISET,
KYpUPYET | T.].)
3.5. Paznen «IIpaBa» colepXUT MepeyeHb MpaB, MPEJOCTABISIEMbIX PAOOTHUKY JJIs
BBITIOJIHEHUS BO3JIOKEHHBIX HA HEro (DYHKIMM U 00s13aHHOCTEH.
3.6. B paznene «OTBETCTBEHHOCTHY YCTAHABIIMBAIOTCS BUIbl OTBETCTBEHHOCTH 32
HECBOEBPEMEHHOE M HEKAUYE€CTBEHHOE BBINOJIHEHHE PAOOTHUKOM JOJKHOCTHBIX
00s13aHHOCTEH U HEUCTIOIb30BAHUE MPEAOCTABICHHBIX MY IPaB.
3.7. Pazpgen «B3aummooTHOomeHus. CBsS3U MO JOJDKHOCTH» COAEPKHUT IEPEUYCHb
JOJDKHOCTHBIX ~ JIUI, C KOTOPHIMH pabOTHHK BCTymaeT B  CIIy)XeOHbIE
B3aMMOOTHOIICHUS © o0ecrednBaeTcs HH(OpMAIMe, YKa3bIBalOTCA CPOKHU
MOJTyYeHUsI M MPEAOCTaBICHUS WH(GOPMALIUHU, OMpPENesIeTCs] MOPSI0K MOIIUCAHMS,
COIJIaCOBaHMS U YTBEPKACHUS JOKYMEHTOB.
3.8. B pa3zmene «3akIIOUMTEIbHBIE IOJIOKEHUS»  OIHUCHIBAETCA  IMOPSIIOK
O3HAaKOMIJICHUSI C JOJDKHOCTHOM HWHCTPYKIMEH, (DakT O3HAKOMJICHHS U KOHTPOJIb
VCIIOJIHEHUSI TOJKHOCTHOM MHCTPYKIIHH.
3.9. O6s13aTenbHBIMU PEKBU3UTAMU JIOJDKHOCTHON MHCTPYKIUH SIBIISIFOTCSL:

— mnoJiHoe HauMeHoBaHue MBJIOVY;

— 3aroJIOBOK K TEKCTY;

— BU3bI COIJIaCOBAHUS;

— MOJIUCH, TpU( yTBEPKICHHUS.

4. Ilopsigok pa3padOTKH, COTJIACOBAHMS, YTBEPKICHUSA
U BBeJIeHMS B JIeliCTBHE JOTKHOCTHOH MHCTPYKINH

4.1. JlomkHOCTHas WHCTpYKIus pa3pabarbiBaerca 3aBeayromum MBJIOY nub6o
JIMIIOM, YIOJTHOMOYEHHbIM 3aBeaytomumM MBJIOY. B cnyuae, ecnu JloskHOCTHAS
WHCTPYKIIUS pa3padaThiBaeTCsl JIUIIOM, YIIOJTHOMOYEHHBIM 3aBenytonum MBJIOY, To
OHA MOAMHUCHIBACTCS Pa3pabOTUUKOM.
4.2. JlomKHOCTHAsE MHCTPYKIMA TOCHe pa3pabOTKU mepeaaercss B MpodCOI03HBIN
KOMUTET TMEPBUYHON TPO(COI03HON OpraHu3aluy, MPEACTABISIONIUNA HHTEPECH
oonpiHCcTBA paboTHrkoB MBJIOY  (manee - mnpodcoro3Hbld  KOMUTET).
[Ipodcoro3HbIli KOMUTET B CPOK HE TO3JIHEE JAECATH pPabouyux JHEeW co JHS
MOJYYEHUS JOKHOCTHOW MHCTPYKIHMHU OCYILECTBISET COTJIACOBAHUE JOKHOCTHOM
UHCTpYKIIMK. B ciydae, ecnu mpodCoro3HBII KOMUTET HE COTJIac€H C TEKCTOM
JIOJKHOCTHOM WHCTPYKLINHU 160 BHOCHUT MPEIJI0KEHUS o €ro
COBEpUIEHCTBOBaHUIO, TO 3aBenytomemy MbBJIOY HampasisieTcs MOTMBHPOBAHHOE
MHeHue. 3apeayronmuii MBJIOY MoxeT corimacutbcsi ¢ HUM MO0 00s3aH B TCUCHHE
IIATH JHEW NOCJE MOJyYeHUs] MOTUBUPOBAHHOTO MHEHUS IPOBECTU JIOTIOJHUTEIBHbIE
KOHCYJIbTallMK ¢  TPO(COIO3HBIM  KOMHUTETOM B  IESIX  JOCTHIKEHUS
B3aUMONIPUEMIIEMOTO PEILICHUS.

[Ipn HemocTHMXKEHWUW COTJacusi BO3HUKINHME pasHorimacus o(opmisitoTes
IPOTOKOJIOM, Tociie dero 3asenytomuid MB/IOY wumeer mnpaBo yTBEepAUTH
JIOJKHOCTHYHO MHCTPYKIUHIO.

5. YTBepikaeHue 10/KHOCTHOM HHCTPYKIIUM

5.1.3aBenyrommit MB/IOY yTBepKAaeT TOJKHOCTHYIO MHCTPYKLIHIO ITyTEM U3JaHUS
COOTBETCTBYIOILETO IPUKa3a.



5.2. B mpukase B 0053aTeIbHOM TIOPSJIKE YKA3bIBAIOTCS:

— J1aTa BBEJICHUS JIOJDKHOCTHOW MHCTPYKIMHU B JE€HUCTBUE;

— yKa3zaHue 00 O3HAKOMJIEHUU PAaOOTHUKOB C JODKHOCTHOW MHCTPYKIIMEN U CPOKH

JUISL 3TOTO;

— HHBIE YCIIOBHS.
5.3.  VTBepkACHHbIE JODKHOCTHBIE HWHCTPYKLUMU TOAJEXKAT  00sS3aTeabHON
perucTpalMd B COOTBETCTBHM C TpeOoBaHUAMHM nenonpousBojactea B MBJIOY ¢
IIPUCBOEHUEM UM MOPSIKOBOIO HOMEPA.

6. O3HakomIeHHe PA0OTHUKOB € I0JIKHOCTHON MHCTPYKIMEH

6.1. Osnakomnenue pabotHuka MBJIOY ¢ [D0WKHOCTHON MHCTPYKIHMEH B
00s13aTEIPHOM TIOPSIIKE OCYIIECTBIISETCS MPH MOCTYIUICHHH Ha padoty B MB/IOY
(mpu mepeBose paOOTHHWKA HAa JIPYTYIO JOJDKHOCTH). O3HAKOMIIEHHE OCYIIECTBIISICT
3apeayromuii MBJIOY, npenoctaBuB pabOTHUKY JTOHKHOCTHYIO HHCTPYKIIMIO B IBYX
UICHTUYHBIX HK3eMIuisipax. [locie o3HakoMIieHUsT paOOTHUK MPOCTABIISET Ha JBYX
DK3eMIISIpax JIOJDKHOCTHOM MHCTPYKLIHMHU O3HAKOMUTEIIBHYHO BU3Y — C MHCTPYKIMEU
O3HAKOMJIEH, JaTa, noAnuch. OJUH SK3EMIULp BbAAeTCs PaOOTHUKY, BTOPOH —
MOMEIIAETCS B JINYHOE JIe7I0 pabOTHHUKA.

6.2. Osnakomiienue pabotHuka MBJOY ¢ 1D0KHOCTHOM MHCTpYKIUEH B
00s3aTEILHOM TOPSIIKE OCYIIECTBISIETCS MPU BPEMEHHOM TNIEPEBOJIE Ha JPYTYIO
paboty. O3HakomiieHHe ocyiecTBiseT 3aBeayromuii MBJIOY, Ilocne o3nakomieHust
pabOTHUKY TMPENOCTABISIETCS 3aBEpeHHAss KOMUSA TMOMJIMHHUKA JOJDKHOCTHOM
WHCTPYKIIMM C O3HAKOMUTEJIbHOW BU30M paOOTHUKA — C MHCTPYKIIUEH O3HAKOMIJIEH,
J1aTa, MOAIMCH.

6.3. TpeboBaHMs, YCTAaHOBJICHHBIC B JOKHOCTHOW WHCTPYKIIMH, JEHCTBUTEIBHBI C
TOr0 MOMEHTA, KOT'/1a paOOTHUK ObLJI C HEH 03HAKOMJICH.

6.4. B cinyuae ecnu pabotHuk MBJIOY oTka3piBaeTcs pacnucarbcsi B 03HaAKOMIICHUU
WIM TIOJyYeHUH JODKHOCTHOM WHCTPYKIIMHU, JAHHBIA OTKa3 (DUKCUPYETCS ITyTeM
COCTaBJICHUs aKTa B MPUCYTCTBUM HE3aUMHTEPECOBAHHBIX CBUAETENEH. B akTe Takxke
dbukcupyercss (akT O3HAKOMJIEHHS pPaO0OTHHUKA C COJIEpKAHUEM JOJKHOCTHOU
WHCTPYKIIUU B WHON dopme ([JomKHOCTHAS WHCTPYKIMS 3a4UTBHIBAETCS BCIyX
3aBenytomum MBJ/IOY).

/. BHeceHMe U3MeHEHM B JOJKHOCTHYI0 HHCTPYKIMIO

7.1. BHeceHrne W3MEHEHMH B JOJDKHOCTHYIO HMHCTPYKIIMIO OCYIIECTBIISICTCS B
CIHEYIOIINX CIIydasX:

7.1.1. B CBA3M C H3MCHECHHEM OOS3aTEIbHBIX YCIOBHM TPYJAOBOTO JOTOBOpA.
VYkazanHasi Tporieaypa IPOBOJMTCS B COOTBETCTBHH C TpeOOBaHHSAMHU TpyI0BOTrO
kojekca P® (paboTHUK fJo/bKeH OBITh HE TO3[HEEe, 4YeM 3a 2 Mecsla [0
MpenojiaraeMoro  M3MEHEHUs MHChbMEHHO yBenomJieH. Ilocrme  mosmydeHus
pabOTHUKOM COTJIAllIEHHWsT Ha TPOJIODKEHUE TPYAOBBIX OTHOIIEHUM, BHOCSTCS
W3MEHEHHUS B JOJDKHOCTHYIO HHCTPYKITHIO).

7.1.2. npy U3MEHEHNUU OPTaHU3AIMOHHBIX YCIOBUHM Tpy/aa, 6€3 U3MEHEHUs TPYAOBOM
byHKUMK pabOTHHUKA.

7.2. 3apemytomuii MBJIOY wimm nuio, yMOJTHOMOYEHHOE WM, COCTaBIISET
JIOJDKHOCTHYIO MHCTPYKIIMIO B HOBOM peNaKkiuu, KOTOpas COIVIACOBBIBACTCA H
YTBEP)KJIA€TCS B COOTBETCTBUU C TPEOOBAHUSIMH, YCTAHOBIIEHHBIMU pasnenamu 4 u 5
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HacTosmero [lonoxxenus. O3HakoMieHHEe paOOTHUKA C JOKHOCTHOW MHCTPYKLIHMEH
OCYILIECTBIISIETCS B COOTBETCTBUU C TPEOOBAaHUSIMH, YCTAaHOBJICHHBIMH pa3jieioM 6
HacToswero [lonoxenus.

8. XpaHeHue 10I)KHOCTHBIX HHCTPYKIMM

8.1. JIomKHOCTHBIE MHCTPYKLIHUHU XpaHATCS B cooTBeTcTBUU C [Ipukazom PocapxuBa
or 20.12.2019 Ne 236 «OO0 ytBepxkaeHuu llepedHs TUMOBBIX YHPaBICHYECKHX
apXUBHBIX  JIOKYMEHTOB,  OOpa3ylommxcsi B  Tpolecce  JACSTeNbHOCTU
rOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CAMOYIIPABJICHUS W OPTaHU3aLUN, C
yKa3aHUEM CpOKOB HUX XpaHeHus» (3apeructpupoBaHo B Muniocte Poccuu
06.02.2020 roma Ne57449).

8.2. JlomxHOocTHBIE HMHCTpyKuMH padbotHukoB MBJIOY mnoanmexar XpaHEHUIO B
MBJIOVY B TeueHue Tpex JIET MOCIIE UX 3aMEHBI HOBBIMH.



JIuct o3HaKOMIIEHUS
c [TosnoxxeHnem o TOKHOCTHOM MHCTPYKIIMKU PaOOTHUKOB

No ®.N1.0 JlomKHOCTD Jara IToanuce
/11 03HAKOMJICHHS COTpY/AHHKA
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